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Using EDExpress to Process 
Direct Loans
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Agenda

• Global Setup 
(School)

• COD Setup
– Direct Loan School
– System
– Disbursement

• Loan Originations
– Manual Entry
– ISIR Import

• Direct Loan 
Disbursements
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• Exporting Loan 
Origination and 
Disbursement 
Records

• Changing a Direct 
Loan Disbursement

• Direct Loan Multiple 
Entry

• Reports
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Global School Setup

Global School Setup

• If your school 
already exists in 
the EDExpress 
Database…
– Retrieve your 

Direct Loan School 
code using the 
“Retrieve” button
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Global School Setup
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Global School Setup
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Global School Setup

8

Global School Setup

• However, if you are newly approved 
for Title IV and your school does not 
exist in the database, it may need to 
be added…
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Global School Setup
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COD School Setup
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COD School Setup

• Your school 
code must 
be added to 
the DL 
School 
Setup 
screen; 
begin by 
clicking on 
the ellipsis…
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COD School Setup
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COD School Setup

• Remaining 
fields must be 
added:
– Reporting 

COD Entity ID

– Attended COD 
Entity ID

– Funding 
Method

– Default 
School?
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COD School Setup
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COD System Setup

COD System Setup

• To export common 
record files that 
contain multiple 
award types, check 
the boxes under 
“Combine 
Module(s)”
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COD Disbursement Setup

COD Disbursement Setup

• Clicking on the 
“add” button will 
allow you to begin 
adding Direct 
Loan 
Disbursement 
Profiles to your 
setup
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COD Disbursement Setup

COD Disbursement Setup

• Complete the 
fields on the 
screen

• Clicking on the 
“Save” button will 
save your profile 
upon completion

• Click “Add” to add 
additional profiles 
or “OK” to exit
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Pit Stop #1

Your Reporting Entity ID and 
Attending Entity ID will always be 
the same

 True

 False
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Adding a Loan Origination 
Record – Manual Entry

• Go to “File|Open”
• Enter SSN to open student record
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Adding a Loan Origination 
Record – Manual Entry

• EDExpress
will open 
student 
record on the 
“Demo” tab

• Click on the 
“Origination” 
tab…
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Adding a Loan Origination 
Record – Manual Entry

• Clicking the 
“+” button 
on the menu 
bar will allow 
you to add a 
loan to the 
system
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Adding a Loan Origination 
Record – Manual Entry

• You may 
select the 
loan type to 
create
– Subsidized
– Unsubsidized
– Parent PLUS
– PLUS for 

Graduate 
Students
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Adding a Loan Origination 
Record – Manual Entry

• Then you may add 
your school code (if 
it’s not already 
displayed), and 
select your 
disbursement profile 
code

• Then click “OK” (2X)
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Adding a Loan Origination 
Record – Manual Entry
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Adding a Loan Origination 
Record – Manual Entry
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Adding a Loan Origination 
Record – Manual Entry

• Prom Note info 
must next be 
completed
– T=School 

assumes MPN 
exists on file at 
COD

– R=Ready to Print
– P=Printed
– S=Signed
– M=Manifested
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Adding a Loan Origination Record 
– Manual Entry 
(Parent PLUS)

• Parent borrower 
information must 
be completed on 
PLUS Info tab 
prior to 
origination

• Click on the 
“Save” button to 
save the 
completed 
information 30
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Adding a Loan Origination Record –
Manual Entry (Parent PLUS)

• Credit check 
information goes on 
the “Credit Info” tab

• If you let COD do the 
credit check when 
you send in the LOR, 
credit information 
will update this tab 
upon import of 
response file

• If you do an instant 
credit check online 
at COD, you must 
complete this info

31

Adding a Loan Origination 
Record – Manual Entry

• Once all information is completed and 
saved on the LOR, you may click the 
“originate” button, to originate the 
loan record
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Adding a Loan Origination 
Record – Manual Entry

• When the loan is 
originated, the 
“Loan 
Information” box 
on the right side 
updates with the 
Origination Date 
and Status
– “R” means “Ready 

to Export”
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Adding Loan Origination Records 
Using ISIR Import

• From the main 
menu, go to 
“Import”, then 
select the Direct 
Loan tab

• Under “Import 
Type”, select 
“Loan Data-ISIR”
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Adding Loan Origination 
Records Using ISIR Import

• Loan Type to 
Create must be 
designated

• DL (School) Code 
and Disbursement 
Profile Code must 
be added

• Selection Criteria 
can be use to 
select particular 
students
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Selection Criteria/SSN/Queries

36
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Using SSN Range Query
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Adding Loan Origination 
Records Using ISIR Import
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Adding Loan Origination 
Records Using ISIR Import
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Adding Loan Origination 
Records Using ISIR Import

• The ISIR data 
successfully 
imported into 
the Direct 
Loan module 
and populated 
the data fields

• Loan Amount 
Approved 
must be 
added
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Pit Stop #2

The disclosure print statement box 
is filled in 

 by the school when entering data on 

the origination screen

 by COD when origination record is 
received

 With pre-populated data from COD 
School Set-up
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Pit Stop #3

Who can initiate a PLUS Loan Credit 
Check?

 School

 COD

 PLUS borrower

 All of the above
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Creating Direct Loan 
Disbursements

• Once a loan is originated in 
EDExpress, the disbursement tab 
(bottom left of screen) becomes 
enabled, allowing the user access to 
disbursement data for the record
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Creating Direct Loan 
Disbursements
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Creating Direct Loan 
Disbursements

45

Pit Stop #4

The Disbursement Release 
Indicator….

 Sends the record to COD

 Removes the disbursement from the record

 Changes an anticipated disbursement to an        
actual disbursement

 Allows you to send the disbursement record 
to COD up to 30 days prior to disbursement
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Exporting Direct Loan 
Records

• Unless the user 
indicated in COD 
System Setup that 
they would like to 
combine DL exports 
with any of the 
Grants, DL will be 
exported alone

• You can add grants 
for export here by 
selecting the 
appropriate box(es)
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Exporting Direct Loan Records
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Exporting Direct Loan 
Records

• All originations and all disbursements at an 
“R” or “E” status will be exported unless 
user designates specific records for export 
using the selection criteria buttons
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Importing Direct Loan Files
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Batch Status
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Changing Actual Disbursements
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Changing Actual 
Disbursements

• To make a change to an actual 
disbursement, click the dropdown box 
next to “Disbursement #” and select 
the disbursement number you want to 
change
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Changing Actual 
Disbursements
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Changing Actual 
Disbursements
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Pit Stop #5

To change an actual disbursement 
amount you enter the difference 
between the disbursement you 
reported and what was actually 
disbursed.

 TRUE

 FALSE
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Direct Loan Multiple Entry
• Multiple Entry is a process that allows the user 

to make one (or multiple) updates to multiple 
student records

• From the main menu, select “Process”, then 
“Multiple Entry” then “Direct Loan”
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Direct Loan Multiple Entry
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Direct Loan Multiple Entry

• Simply select 
the checkbox 
to the left of 
the field(s) 
you want to 
update, and 
then add the 
value of the 
field to the 
“Value” 
column:
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Direct Loan Multiple Entry

• Use the “Selection Criteria” button 
at the bottom of the page to 
select specific student records for 
update
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Direct Loan Multiple Entry

• Select the 
record(s) you 
wish to 
update, and 
then select 
“OK”
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Multiple Entry - Disbursement
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Multiple Entry
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Multiple Entry
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Multiple Entry
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Multiple Entry Update Report

66
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Multiple Entry
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Pit Stop #6

Multiple Entry is limited to one 
update for multiple students.

 TRUE

 FALSE 
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Direct Loan Reports

• There are 20 existing reports in the 
EDExpress Direct Loan Module
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Pending Actual Disbursements
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Pending Actual Disbursements
by Date Range
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Pending Actual Disbursements 
Totals 
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Pending Actual Disb. Totals
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List - Actual Disbursements
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List -
Loans

77

List -
Status

78



4/22/2010

40

List -
MPNs
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MPN 
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To order paper MPNS:

•http://www.fsapubs.gov/

•(800) 394-7084

http://www.fsapubs.gov/
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Manifest

• Manifest must be 
shipped with paper 
MPNs

• Overnight, Express or 
Certified mail:
Department of Education

2011 TechnaCenter Drive

Montgomery, AL 36117

• Regular Mail:

Department of Education

P.O. Box 5692

Montgomery, AL 36103

81

Pit Stop #7

Which report is most like a 30-day 
warning report giving you 
information on Originations, MPN 
and Disbursements?

 List-Actual Disbursements

 List-Loans

 List-Status

 Manifest
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EDExpress DL Web-based 
Training

• EDExpress Web-based training is 
available on IFAP for users who would 
like to learn more about using 
EDExpress
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